Annex: Saint Martin’s Institute of Higher Education (SMI) – Self-assessment follow up
report
STANDARD 1: POLICY FOR QUALITY ASSURANCE
JUDGEMENT: Requires improvement to meet the standard
Recommendation
Take-up and Implementation of Recommendation
(as per EQA Report)
The HEI should establish a quality The Quality Assurance document that reflects the quality
assurance policy which mandates assurance operation in the day-to-day processes of the
the operation of (already existing) Institute has been compiled and uploaded on the
quality management procedures. Institute’s website
The policy should be adopted as
an official act of the highest (https://stmartins.edu/assets/pdf/qualityAssurance.pdf)
governing body of the institution,
and include provisions to ensure and is available for the public. This document is reviewed
that any revisions are also and updated on an annual basis.
adopted in the same manner. The
policy should be published on the
institution’s website in its
entirety.
The institution should establish
processes and procedures to
periodically collect and consider
the requirements of external
stakeholders and feed them into
quality assurance processes. Such
structures could range from
regular surveys of stakeholders to
a consultative committee. The
institution should be able to
demonstrate documentation of
the results process.

Saint Martin’s Institute of Higher Education has taken the
que of the audit and started a process of documenting
feedback received from industry, and transforming this
feedback into learning outcomes to be introduced in the
home grown programmes. The Computing MQF level 5
and level 6 programmes are a result of such consultations.
The Institute is very much involved in retrieving
information from employers regarding the employability
and readiness of our graduates for the place of work
through formal requests after the probationary period.

The institution should use the The Institute will be taking the NCFHE audit team’s advice
NCFHE audit as an opportunity to for the 2022 self-assessment report.
embark upon an in-depth
strategic review of operations. A
future SAR should not only
contain a description of the
institution,
but
an
actual
assessment of its performance,
presenting
its
strengths,
weaknesses
and
planned
improvements
across
each
standard, with the data from this
having come from consultations
throughout the institution.
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STANDARD 2: INSTITUTIONAL PROBITY
JUDGEMENT: Meets the standard
Recommendation
(as per EQA Report)
It is recommended that SMI considers
developing clear selection criteria for
headship positions.

Take-up
and
Implementation
of
Recommendation
The term and selection procedures for
academic management positions have been
provided with this follow-up report.

STANDARD 3: DESIGN AND APPROVAL OF COURSES
JUDGEMENT: Meets the standard
Recommendation
Take-up
and
Implementation
of
(as per EQA Report)
Recommendation
SMI should explore avenues by which it could SMI has through an agreement reached with
ensure that all learning acquired by its the University of London taken the initiative to
students is appropriately certified and substitute the level 4 (according to the English
recognised. Measures towards this could system) first year of each degree by an SMI
include ensuring that the diploma supplement awarded MQF level 5 Diploma, attaining full
adequately describes all content actually automatic exemption through an approved
taught at the institute, or offering ECTS for prior learning status. This means that the
learning done over and above the UoL Institute has more freedom in setting up
requirements.
learning outcomes which better reflect the
Maltese scenario (without impinging on the
The Panel recommends more extensive international validity of the programme as a
involvement of Maltese stakeholders in whole) and bridge the compulsory education
programme design and provision. Measures more effectively to the international
towards this could include:
standards expected by the University of
London. Also by agreement, students are
 more extensive utilisation of visiting given the opportunity of a dual degree at the
lecturers from the Maltese business end of the three years, thus reflecting all the
work they put in during their studies.
community;
 creation of internally developed credits to
Saint Martin’s Institute is drawing up a list of
supplement UoL content;
 more extensive use of local examples / cases candidates as visiting lecturers and guest
speakers. The Institute will continue to
by which in teaching UoL content
develop credits to supplement UoL content
and whilst keeping in mind that 40% of our
students are non-Maltese, our pedagogy
includes international case studies with
application to the Maltese scenario.
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STANDARD 4: STUDENT-CENTRED LEARNING, TEACHING AND ASSESSMENT
JUDGEMENT: Surpasses the standard
Recommendation
Take-up
and
Implementation
of
(as per EQA Report)
Recommendation
The institution should significantly increase The Institute has embarked on such advice,
its commitment to student exchange, in with participation in the Erasmus+
particular by examining opportunities for programme.
shorter student exchanges offered by student
associations, or within the UoL ecosystem.
The strategy of Saint Martin’s Institute is twofold under the Erasmus+ programme.
Primarily we aim to have the opportunity for
scholarly interaction between European and
non-European institutions, through student
exchange and the exchange of academics. Our
Institute is also seeking opportunities to
develop research capabilities beyond
undergraduate, and possibilities of joint postgraduate programmes with international
universities and academic institutions. We
aim to strengthen our specialisation through
further
participation in
international
scholarly fora, invest further in the
development of our academic staff to achieve
doctoral status, and encourage those who
have already attained their PhD to seek postdoctoral research opportunities through
international and national networks.
With the help of SMI, the student union should We are offering a summer internship to a
collaborate with other local or European member of the students’ council to set up the
student unions for the purposes of capacity union on a surer footing.
building.
STANDARD 5: STUDENT ADMISSION, PROGRESSION, RECOGNITION AND CERTIFICATION
JUDGEMENT: Meets the standard
Recommendation
Take-up
and
Implementation
of
(as per EQA Report)
Recommendation
SMI should update its diploma supplement to This has been actioned and the Institute’s
include overall learning outcomes. Preferably, qualifications awarded from 1st August 2017
the supplement should also include a brief include the overall learning outcomes (listed
description of each credit and its specific under section 3 – Information identifying the
learning outcomes in the same document
qualification) on the diploma supplement.
Furthermore, we also provide an annex to
every graduate’s transcript that includes
general information about the qualification
including the unit credit value, unit
description and unit learning outcomes.
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STANDARD 6: TEACHING STAFF
JUDGEMENT: Requires improvement to meet the standard
Recommendation
Take-up
and
Implementation
of
(as per EQA Report)
Recommendation
Establish minimum requirements in terms of The Institute’s departments do not make any
qualifications and competences for:
distinction between the aligned programmes
taught according to the University of London
 teaching staff teaching University of London curriculum or the Saint Martin’s curriculum.
The Institute is endowed with academics who
material;
 teaching staff teaching internally developed are veterans in the classroom, committed in
their vocation as teachers and very focused on
courses;
their area of expertise. Programmes are
 staff designing programmes.
continually improved, and together with the
Such
minimum
requirements
should external examiners who visit Saint Martin’s
distinguish as appropriate the qualifications Institute annually to review the processes,
needed to teach or design programmes at faculties discuss improvements that will be set
in motion for the upcoming academic year.
different levels of the MQF.
Minimum qualifications of a Postgraduate
Masters is already in place, with all members
of academic staff holding such a qualification
in order to teach at MQF level 6.
Aside from the recommendation made above,
the HEI should establish a minimum level of
qualifications and competence to be held by a
department as a whole, and clearly indicate
the qualifications and competence which
should be held by a head of department,
taking into consideration the MQF level of the
programmes the HEI is licensed to offer.

Alas, the Institute is finding great difficulty in
keeping candidates that it supports to read for
their doctorate, through offering time off and
a more flexible working week. It must be said
that no less than six such individuals have
been head hunted by the bigger institutions as
soon as these individuals attained their
doctorate degrees.

The institution should establish a senior
leadership body, made up at minimum of a
designated senior academic from each
department. The senior academic should be
able to demonstrate an adequate combination
of research, teaching and/or professional
experience appropriate for the role.
SMI should formally establish some basic Individual lecturers are involved in Cost
research targets at department level or at the programmes that enable networking, and this
will continue to be fostered to increase the
level of individual members of staff.
networking with academics and institutions
SMI should compile its various research from continental Europe.
activities into a cohesive research
programme. SMI should publicly report on the
achievement of said programme, and dedicate
a section of its website to this. This could also
include an online repository of publications
by students and staff of the institution.
The panel suggests that the institution
establishes a student-service charter, which
Saint Martin’s Institute of Higher Education
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would establish minimum standards for The student service charter is published as the
teaching staff to respond to students, but ‘Code of Ethics’ and is available through our
which would also serve to protect staff by website.
establishing what kind of requests would be
considered unreasonable.
STANDARD 7: LEARNING RESOURCES AND STUDENT SUPPORT
JUDGEMENT: Meets the standard
Recommendation
Take-up
and
Implementation
of
(as per EQA Report)
Recommendation
The Panel suggests the institution establishes The recommendation regarding the use of
a working-group including the student union social spaces is being reviewed, with plans to
and teachers to address the low utilisation of refurbish such areas to be attuned to students’
social spaces, and possibly also consider modern needs.
engaging external consultants as appropriate
for support.
The Panel recommends that SMI adopts an The Institute has an adopted policy for new
ergonomics policy and applies it for all further infrastructural purchases to comply with the
infrastructural purchases.
standards as set in the Saint Martin’s New
Building. Every effort will also be done to
upgrade the Foundation Building to the same
standards.
Introduce arrangements to support BYOD, This is an ongoing process, yet efforts will be
such as arranging with a local hardware made more visible to our customers.
provider to lease software/machines to
students as needed (in particular in cases
where students’ computers need repair or
replacement), including student equipment in
the school’s insurance policy or arranging for
volume discounts for equipment and
software.
The panel recommends that the school Regarding the inter-library loans, whenever
investigate the possibility of national inter- this was explored, Government and State
library loans.
Entities did not show enthusiasm. Saint
Martin’s Institute students have access to
inter-library loans as offered by the University
of London.
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STANDARD 8: INFORMATION MANAGEMENT
JUDGEMENT: Meets the standard
Recommendation
Take-up
and
Implementation
of
(as per EQA Report)
Recommendation
The panel recommends that the institution This policy is already in place, but is being
adopts a clear data-protection policy which upgraded due to new upgrades to the Data
specifies who has access to which student Protection Laws in Malta and overseas.
data under which conditions. It should also
include guidelines on secure storage and
encryption of the same data.
At present there are no policies on versioning, Procedures
related
to
information
updating
or
replacement
of
any management have been provided with this
administrative documents of the institution. follow-up report.
The panel recommends that the institution
institutes and adopts a clear policy on
document traceability
STANDARD 9: PUBLIC INFORMATION
JUDGEMENT: Requires improvement to meet the standard
Recommendation
Take-up
and
Implementation
of
(as per EQA Report)
Recommendation
SMI should include on its website the This has been actioned and the website is
following basic information including: - continuously updated to include the latest
learning outcomes as well as teaching, information.
learning and assessment procedures for each
credit/course offered as part of the https://www.stmartins.edu/#commerce
institution’s programmes; - information about https://www.stmartins.edu/#computing
the faculty teaching and managing the
institution; - an explanation of SMI’s role as a Prospectuses are now published and provided
UoL teaching college, and the division of online, as well as hard copy abridged versions
procedures, including admissions between to distribute to students who call at the
UoL and SMI; - tuition fees.
Institute, or during fairs and exhibitions and
other promotional events.
Furthermore, the website should include
information about pass rates for each course, We are still negotiating with the University of
the day-to-day activities at SMI (a news London to be able to include details of the UOL
section), the campus and resources available lead colleges and admission policies and
to students, as well as career paths enabled by tuition fees pertaining to the University of
the various courses.
London.
The institution should identify a clear This information is made available through
responsibility for public information, and the SMI website.
establish processes to ensure the publication
and updating of such information.
Saint Martin’s Institute of Higher Education
will continue with its efforts to offer a public
face that reflects a true picture of the Institute.
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STANDARD 10: ONGOING MONITORING AND PERIODIC REVIEW OF PROGRAMMES
JUDGEMENT: Meets the standard
Recommendation
Take-up
and
Implementation
of
(as per EQA Report)
Recommendation
SMI should ensure that all programmes This recommendation is an annual process at
undergo a formal redesign (or a check SMI.
whether they need a redesign) at appropriate
intervals - in particular, computing courses
need to be reviewed at minimum every 3
years to remain relevant.
The panel encourages SMI to continue to
expand its offer of internally developed
qualifications to enable (a) a faster response
to technological change, and (b) to cater more
directly to the particularities of the Maltese IT
context.

The panel may encourage the Institute, and
the Institute is undertaking such initiatives,
but as long as higher education is steadfastly
controlled by the State duopoly, offering a by
far better package to students reading at State
Institutions financed through tax-payers
coffers, the situation will not change much.
The Institute will continue with its stance to
be open to work in liaison with the Ministry of
Education, as well as the leadership teams of
the two State Institutions to open the portfolio
of
undergraduate
and
postgraduate
programmes available.

A more elaborated template for the annual
monitoring reports should be created, so that
11 these consistently reflect not just student
grades, but the results of the evaluation
questionnaire, as well as feedback from
students, employers and any relevant risks /
developments in the field. Such annual
reports should also compare performance
with previous iteration of the course.

The template is being upgraded. At this stage
we cannot develop one single template which
includes data collated from various sources.
We do carry out this exercise but such are
done separately.
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Term and Selection
Procedures for
Academic Management
Positions
OFFICER in CHARGE: The Principal

This document is the official guideline for St Martin's Institute of IT.
Charles Theuma
Principal
Thursday, July 30, 2020
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TERM in OFFICE
Term for Vice Principal:

The Term for the Vice Principal Academic Affairs is of three calendar years (3 years)
with a condition of two consecutive terms (although an individual may again apply for
the post of Vice Principal – Academic Affairs after a term has elapsed after the last term
in office).

Term for Head of Department:

The Term for the Head of Department is of three calendar years (3 years) with a
condition of two consecutive terms (although an individual may again apply for the post
of Head of Department after a term has elapsed after the last term in office).

Term for Head of Group:

The Term for the Head of Group is of two calendar years (2 years) with a condition of
two consecutive terms (although an individual may again apply for the post of Head of
Group after a term has elapsed after the last term in office).
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Vice Principal Academic Affairs Selection Procedures:
The Vice Principal Academic Affairs will be selected by a sub-committee of the Board of
Directors, chaired by the Chairperson or his/her delegate, and includes at least two directors, the
Principal, and a representative of the Head of Academic Departments (with the exception that the
representative must not have applied for the post).

(a) If the incumbent individual holding the office of the Vice Principal Academic Affairs shows
willingness for another term, and this is permitted, and the Principal and Board of Directors agree
adequacy of the individual, after assessing the feedback from the Head of Departments, then the
individual is reinstated in the post by written confirmation of the Principal, after a Board decision.

(b) An internal call for applications will be made exactly 12 months before the end of term of the
incumbent individual will be made for all academic staff interested to hold the post of Vice
Principal Academic Affairs will be made, and after a due diligence process for each individual by
the Principal and a subcommittee from the Board of Directors, which due diligence will include
feedback from academic staff employed for up to 24 months with the organisation, regarding the
three or less shortlisted individuals by the selection committee. The internal call for selection will
be terminated by six months before termination for an adequate handover to take place.

(c) If the selection committee does not identify an adequate individual internally, an external call
for applications will be carried out, with the specific goal to identify an adequate replacement for
the post of Vice Principal Academic Affairs within the time frame before the end of term of the
incumbent individual. In this case, the Principal may extend the term of office of the incumbent
to a maximum of one calendar year, specifically for a correct handover process.
(d) If the incumbent of the Vice Principal’s Academic Affairs office resigns, or is incapacitate, or
is removed, or in on vacation leave, the office will automatically be overseen by the Principal
with full powers vested.
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Head of Department Selection Procedures:

The Head of Department will be selected by a sub-committee of the Board of Directors,
chaired by the Chairperson or his/her delegate, and includes at least two directors, the
Principal, and the Vice Principal Academic Affairs.

(a) If the incumbent individual holding the office of the Head of Department shows
willingness for another term, and this is permitted, and the Principal, Vice Principal and
Board of Directors agree adequacy of the individual, after assessing the feedback from
the Academics within the Department/s, then the individual is reinstated in the post by
written confirmation of the Principal, after a Board decision.

(b) An internal call for applications will be made exactly 12 months before the end of
term of the incumbent individual will be made for all academic staff interested to hold the
post of Head of Department will be made, and after a due diligence process for each
individual by the Principal, Vice Principal and a subcommittee from the Board of
Directors, which due diligence will include feedback from academic staff employed for
up to 24 months with the organisation, regarding the three or less shortlisted individuals
by the selection committee. The internal call for selection will be terminated by six
months before termination for an adequate handover to take place.

(c) If the selection committee does not identify an adequate individual internally, an
external call for applications will be carried out, with the specific goal to identify an
adequate replacement for the post of Head of Department within the time frame before
the end of term of the incumbent individual. In this case, the Principal may extend the
term of office of the incumbent to a maximum of one calendar year, specifically for a
correct handover process.

(d) If the incumbent of the Head of Department resigns, or is incapacitate, or is removed,
or in on vacation leave, the office will automatically be overseen by the Vice-Principal
Academic Affairs with full powers vested.
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Head of Group Selection Procedures:

The Head of Group will be selected by a sub-committee of the Board of Directors,
chaired by the Chairperson or his/her delegate, and includes at least two directors, the
Principal, and the Vice Principal Academic Affairs.

(a) If the incumbent individual holding the office of the Head of Group shows
willingness for another term, and this is permitted, and the Principal, Vice Principal and
Board of Directors agree adequacy of the individual, after assessing the feedback from
the Academics within the Group/s, then the individual is reinstated in the post by written
confirmation of the Principal, after a Board decision.

(b) An internal call for applications will be made exactly 12 months before the end of
term of the incumbent individual will be made for all academic staff interested to hold the
post of Head of Group will be made, and after a due diligence process for each individual
by the Principal, Vice Principal and a subcommittee from the Board of Directors, which
due diligence will include feedback from academic staff employed for up to 24 months
with the organisation, regarding the three or less shortlisted individuals by the selection
committee. The internal call for selection will be terminated by six months before
termination for an adequate handover to take place.

(c) If the selection committee does not identify an adequate individual internally, an
external call for applications will be carried out, with the specific goal to identify an
adequate replacement for the post of Head of Group within the time frame before the end
of term of the incumbent individual. In this case, the Principal may extend the term of
office of the incumbent to a maximum of one calendar year, specifically for a correct
handover process.

(d) If the incumbent of the Head of Group resigns, or is incapacitate, or is removed, or in
on vacation leave, the office will automatically be overseen by the Vice-Principal
Academic Affairs with full powers vested.
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Information Management
Institutions ensure that they collect, analyse and use relevant information for the effective management of their programmes and other
activities.
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7.0

Appropriate and adequate records for students are maintained and analysed by the Institute

At Saint Martin’s Institute we work hard in order to maintain appropriate and updated records of the development of the individual student during
the time he / she spends studying at the Institute. The management of information and records related to students’ attendance, performance and
records is managed by the Registrar’s Office, following input from the respective faculties.
7.1

Student Files

Students’ files are located in the Registrar’s Office. All documentation pertaining to the student is filed in their respective files. Such
documentation includes application form, copies of academic certificates, identification document, registration form, justifications of absence
(such as medical certificate and / or excused notes) and correspondence throughout the academic year. These files may be accessed only by the
Administrative staff; however requests may be made by the respective Heads of Departments to view these files. In these circumstances, a request
is made by e-mail to the Registrar. Files must not leave the Registrar’s Office.
7.2

Attendance Records

The advantage of being a small Institution is the fact that we are all able to provide individual attention to our students and hence whenever a
student misses a number of lectures regularly this is noted immediately by the respective lecturers. When this is noted, lecturers do send e-mails
to these students and copy the respective Heads of Department and the Registrar. These e-mails are filed in the students’ files.
Attendance is recorded daily by the respective lecturers before commencement of the lecture. These are recorded on the intranet system and
may be viewed by the students. Reports are issued during the first week of every month by the Registrar’s Office. These reports are checked
thoroughly and respective warning notes are noted on the report if a student did not have regular attendance records for the previous month.
Furthermore, the absenteeism percentage for the previous month is recorded in an excel sheet, which is forwarded to the respective Heads of
Department. The Heads monitor these closely and approach those students who are not complying with this policy.
In addition to the above, all lecturers complete the student tracking report, which also includes the attendance records for all registered students.
The advantage of this system is that all academic staff are able to view the details and comments noted by other lecturers.
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7.3

Performance

Lecturers assign work to students to monitor students’ progress and return detailed feedback forms, together with marked assignments. Reports
are compiled throughout the academic year by both Faculties on each student since these trace students’ development. Additional reports are
completed on a monthly basis for students with issues and are accessible by all lecturers, mentors and administration. This system enables
lecturers to cross reference the performance of a student in one subject with his / her performance in another subject and hence be able to have
an overview of the student’s performance, rather than a simple snap shot of the performance of the student in only the one single subject being
taught by the lecturer.
An item which is always discussed during the monthly Faculty Meetings is ‘Student Issues’. All academics are encouraged to contribute to the
meeting’s agenda and discussions, minutes of which are then circulated to all faculty members, both those on part-time and full-time basis.
Students are normally called in for a meeting with the respective Head of Department and Registrar. The outcome of the meeting is followed up
by an e-mail sent by the Registrar and same is filed in the students’ file.
Performance of our students is monitored closely through our Student Mentoring Programme. This was introduced in order to assist students to
adjust socially and academically to the Saint Martin’s Institute environment. The goal of the programme is to help students to excel academically,
socially and culturally. Every student at Saint Martin’s Institute has been assigned a lecturer as his or her mentor. The mentor and the student
will be in regular contact and will meet up at least once a month to discuss academic progress. The mentor also continually monitors the academic
progress of the students in all subjects in order to identify any difficulties which the student may be facing. If any problems or difficulties are
identified the mentor helps the student to overcome these and also reports these to the respective Heads of Department.
7.4

Results

All results related to official tests / assignments / examinations are input on our intranet system and on the student tracking report. In addition to
this, as from this academic year, any tests or assignmnets given to students are being scanned with comments made by the respective lecturers
and saved by Administration.
Following the release of the internal Autumn (December) and Winter (March) Semester examination results, a Faculty Meeting is scheduled where
the academic members analyse any trends or unexpected events in the marks. A list of students who need to be warned is drafted during this
meeting. Individual 15-minute meetings are then with the respective Heads of Department and those students who achieved poor results and an
action plan is determined to assist the student in achieving better results. From past experience, most of these students confirm that they were
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not prepared for the examinations but then there were others who were struggling due to personal issues and hence require further support from
our end.
After every examination session, lecturers are required to complete an examiners report for each subject. This report highlights the mean, median
and range of grades from the marks awarded and comments about the questions most and least answered. This will help to identify topics which
need further explanation and revision. It also identifies a cohort of students who need further guidance and individual attention.
An annual detailed study is carried out by the respective Heads of Department following the release of the University of London results in August.
Every academic reports on his / her subject/s by analysing the grades achieved by the students and compares these to the Saint Martin’s Institute
internal examinations. In addition, these grades are then also compared with the grades obtained during University of London sittings held in the
previous years. This exercise helps lecturers evaluate the effectiveness of their teaching / learning strategies adopted during the previous year
and design new ones in response to the results of the evaluative exercise. A report comparing students’ performance with expected performance
and looking for variances and their possible causes is compiled by the respective Heads of Department.
The aim of analysing examination performance is to have continuous feedback on students’ performance in all the exams they sit for. This includes
both Saint Martin’s Institute exams and the University of London exams which the students sit for in May / June. This exercise helps to highlight
subjects in which students performance is below average. This assists in identifying factors which lead to this performance and enables the
lecturers to find alternatives to address this situation prior to the final University of London examination.
So far this was a valuable experience for all staff involved given that information received from these evaluations helped us to identify weaknesses
and address them. All results related to official tests / assignments / examinations are input on our intranet system and on the student tracking
report.
In addition to this, as from this academic year, any tests or assignmnets given to students are being scanned with comments made by the respective
lecturers and saved by Administration.
7.5

Data Protection

Being a private institution, where in the majority of cases the parents / legal guardians are normally effecting the payment for the annual tuition
fees, we are frequently asked for an update with respect to students’ academic performance. We are bound by the Data Protection Act 2004 not
to provide any information related to the course of the students’ studies unless we have written consent from the student to do so. Students are
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required to submit a completed registration form, irrespective of their year of study, since they need to advise whether consent is being given to
the Institute to divulge information related to their academic performance and attendance. Thus, any requests being made for such information
need to be forwarded to the Registrar’s Office. In the case when consent is not given, parents / legal guardians are normally notified by email that
certain data cannot be divulged unless we receive written consent from the student.
Medical certificate / reports / documents pertaining to students with inclusive practice are sealed and kept in the student’s file and may only be
accessed by the Registrar and Principal. The respective Heads of Department are normally notified of any medical conditions where depending
on the severity of the condition they will notify the respective members of the faculty whom will be involved with the teaching process.

7.6

Versioning

In order to ensure that any drafts, reviews and amendments being made to crucial documentation governing the home-grown programmes offered
by the Institute, a document version control is followed. These are handled by the Registrar and any major changes to the documents is effected
following discussion and approval by the Saint Martin’s Admissions and Advisory Board (SAAB). These documents are saved under a repository
which is accessible by the Registrar’s Office. Such updates are normally carried out during the summer period so that any amendments being
made will apply to the new cohort of students joining the Institute. In the eventuality that updates needs to be made throughout the academic
year, and this will only be carried out if such a regulation / clause will be advantageous to the current cohort, then the documents are updated
and the point release is updated. The versioning table includes further details of what changes were made to the respective document and the
date when these changes were made and the following are the document version control guidelines applied:




Include the version in the filename and/or folder name
Assign numbers after 'v' to successive versions e.g. filename_v1
Subdivide minor revisions e.g. 1.0, 1.1, 1.2, etc.
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